USERRA PACKET CHECKLIST

ENTRY TO MILITARY DUTY

1. _ SF52 FOR ABSENT-US

PART A #1, 3, 4, SIGNED BY TECHNICIAN (PART A, #5), AND GROUP COMMANDER (PART A, #6),

Standard Form 52
Rev. 7M1

U.S. Office of Personnel Managemert

U, Office of Persone Mans REQUEST FOR PERSONNEL ACTION

PART A - Requesting Office (Also complete Part B, ftems 1, 7-22, 32, 33, 36, and 39.)

1. Actions Requested 2. Request Number
ABSENT-US (STATE DATE TO END DATE)

3. For Additional Information Call (Nawme and Telephone Nurmber) 4. Proposed Efledive Date
SUPERVISOR'S INFORMATION SLAE

5. Action Requested By (Typed Name, Title, Signature, and Request Datel 6. Action Authorized by (Typed Name, Title, Signature, and Concumence Date)
TECHNICIAN INFORMATION GROUP COMMANDER'S SIGNATURE

DATE SIGN J

PART B #1-4, [5-A 473], [5-B ABSENT-US], [5-C Q3K], [5-D 5 CFR part 353], #7-14 #23-39 (INFORMATION
CAN BE RETRIEVED FROM CURRENT APPOINTMENT SF 50 — CHECK WITH SUPERVISOR FOR MYBIZ+ ACCESS

PART B - For Preparation of SF 50 (Use only codes in FPM Supplement 292-
1. Name (Last, First, Middiel |2. Social

PART B - For Preparation of SF 50 (Use only codes in FPM Supple

1. Mame (Last, First, Middle)

3| 5-B. Nature of Action \

473 ABSENT-US
5-0. Legal Authority

Q3K 5 CFR part 353
5-E. Code|5-F. Legal Authority

FIRST ACT|2A
5-A_ Code(5-B. {
473 | A

5-C. Code|
Q3K
5-E. Code|
TP

Postion Te and MumDbe

FOUND IN SF 50

B Py Plan |8 Oce. Code[10 Grade or Lewe{11 Step or ate 12, Total Salary

T2A. Basic Pay TZB. Cocaity Ad). T2C. Adj Basic Pay |12D. Other Pay

4. Name and Location of Position's Organization
FOUND IN SF 50

FOUND IN SF 50

EMPLOYEEDATA

23, Veterans Proference 24. Terurd
1- None 3.2 10-Point/Dissbilty 5 - 10-Point Other
2 5Pom  a- 6

27. FEGLI 28. Annuif

30. Retirement Plan [37. Service Comp . Date Leavel [32. Wor

POSITION DATA

34, Position Occupied 35. ALSA Catgory 36. Appropriation Code [37. Bargaining Unit Status
1- CompetitveSendice 3 - SES Genersl E- Exemnpt
2 - Excepted Service 4 - SES Coreer N - Nonexempt

38 Duty Station Code |39, Duty Station (City - County - State or Overseas Location)

PART D — TECHNICIAN PROVIDE PURPOSE OF MILITARY ORDERS, PROVIDE START DATE AND PROJECTED
END DATE,

PART D - Remarks by Requesting Office
(Note to Supervisors: D|::'vDu l(nnw of additional or conflicting reasons for the employee’s mslﬁg;ajmnfmllramenl. D YES D NO

TECHNICIAN BEING PLACED ON MILITARY DUTY FROM TO FOR THE
PURPOSE OF

TITLE 10 USC OR TITLE 32 USC

ORDERS#

DATE OF ORDERS




2. __ MILITARY ORDERS AND ALL AMENDMENTS OR MODIFICATIONS (IF APPLICABLE)
3. __ USERRA ELECTION FORM

A.__ ENSURE TO CHECK FEHB SELECTION

B. __ PREMIUM CONVERSION WAIVER FORM (IF APPLICABLE)

C.__ FEGLI NOTIFICATION ELECTION FORM

D.__ TSP 41 (IF TECHNICIAN HAS A TSP LOAN)

E. __ INITIAL ALL SELECTIONS THAT APPLY TO INDIVIDUAL

4. __ TIME AND ATTENDANCE — PROVIDED BY SUPERVISOR, TIMEKEEPER

RETURNING TO TECHNICIAN STATUS
1._ SF52FORRTD
SIGNED BY SUPERVISOR (PART A, #5), AND GROUP COMMANDER (PART A, #6)

PART B #1-4, [5-A 292], [5-B RETURN TO DUTY], #15-22, #23-39 (INFORMATION CAN BE RETRIEVED FROM
CURRENT APPOINTMENT SF 50 — CHECK WITH SUPERVISOR FOR MYBIZ+ ACCESS

2. __ USERRA ELECTION FORM FOR RETURN TO DUTY
A.__ DD 214 OR AMENDMENTS/MODIFICATIONS
A.__ TSP RETRO FORM (TECHNICIANS TO PROVIDE LES FROM MILITARY DEPLOYMENT)

B.__ TSP -41 (IF TECHNICIAN HAS A TSP LOAN)



